WS10 - Cross Connection Certification

Instructions for Online Filing
(for users who have an existing
certification, but this is the first time
you are using this system)

MassDEP, Bureau of Water Resources
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WS10 - Cross Connection Certification

» How to Register an Account
» How to Link Your Account

» How to Renew or Amend Your
Certification & Pay Fee

» How to Check Your Status & Take Future
Action

» How to Ask a Question
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Link: https://permitting.state.ma.us/citizenaccess/
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Register an Account
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Register an Account

* Read the terms below E3

and check the box

Account Registration

You must provide the following information to open an account:

 Continue with

Contact Information

Registration

Please review and accept the terms below to proceed.

In order to perform licensing and permitting transactions online, you were required
to register for the eLicensing and ePermitting Portal. All registered users of the
elicensing and ePermitting Portal are required to agree to the following:

1. Use of the Commonwealth of Massachusetts elLicensing and ePermitting Portal is
subject to federal and state laws, which may be amended from time to time,
including laws governing unauthorized access to computer systems. Online
inguiries and transactions create electronic records that in some instances might

[l I have read and accepted the above terms.

Link: https://permitting.state.ma.us/citizenaccess/

&) EEA ePLACE Portal
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Register an Account

Login Information

* Be sure to provide
password, and —
security
guestion/answer o et

« Select “Add New” to
add your contact Contactiformation

" Passwoird

Information (p op-up e e e o S b i oo
screen will come u p) rpeaion o s Pl M othr changes o comac mormarin shoukd b

late Indnndual” type of comact wah your FEQISLIALEN
\ Imdividual - Individual is a person. If you are a Sole Proprietor add yourself as an “individual ™ contact

Link: https://permitting.state.ma.us/citizenaccess/
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Register an Account

 After adding your
contact information,
you have successfully —
create d an account. o aldtionts Vit T saccamatoll crasted ar Rcksniot skt e

Commonwealth of Massachusetts elicensing and ePermitting Portal

You will receive a confirmation by e-mail.

.
Y YO u WI I I n e e d tO O Reminder: If you are a current license or permit holder, you must link this
g Portal account to your record before you can complete transactions
such as a renewal or amendment

“Home"” and Login to Ch o i e
file your application. |

Your account has been successfully created.
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Link Your Account

 After you Login, click here to start

Dashboard My Records My Account Advanced Search v

Welcome LJCarlson

You are now logged in to the Commonwealth's eLicensing and ePlace Portal.

File an Online
Application

What would you like to do?

- File an Online Application
- Renew a License, Permit or Certificate
- Amend License, Permit or Certificate Information

£
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Link Your Account

 Read and accept the Terms and Conditions

* Click the checkbox and click “Continue”

Home

[ File an Online Application ]

Online Applications and Record Authorization Form

Welcome to the Commonwealth of Massachusetts elicensing and ePermitting portal.
In order to continue, you must review and accept the terms outlined as set forth
below. Click the "Continue” button in order to proceed with the online submission
process.

In order to perform licensing and permitting transactions online, you were required
to register for the eLicensing and ePermitting Portal. All registered users of the
eLicensing and ePermitting Portal are required to agree to the following:

1. Use of the Commonwealth of Massachusetts eLicensing and ePermitting Portal is
subject to federal and state laws, which may be amended from time to time,

including laws governing unauthorized access to computer systems. Online

inquiries and transactions create electronic records that in some instances might -

|# 1 have read and accepted the above terms.

%, / EEA ePLACE Portal
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Link Your Account

* Click on “Link Your Account” and select “Link your online
account to an existing record” and press “Continue”

Home

[ File an Online Application ]

eLicensing and ePermitting Online Services

New Applicants and Consumers:
The Commonwealth of Massachusetts elicensing and ePermitting portal provides the ability to file applications for licensure & permits and submit
complaints. From the listing below, please select the service you would like to use and click the continue button.

Existing Licensees or Permit Holders:

Click Home and use the "My Records” tab to renew or amend a license or permit. If your license or permit is not listed under the "My Records” tab,
please select the “Link your account” option found in section below. You will be prompted for a “record identification code” and “authorization code.”
from the Account Link notification you received. If you have not received a notification letter, please contact the ePLACE Help Desk Team at (844) 733-
7522 or (B44) 73-ePLACE between the hours of 7:30 AM - 5:00 PM Monday-Friday.

)
» Energy and Environmental Affairs (DEP, MDAR, DCR)

w Link Your Account
# Link your online account to an existing record
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Link Your Account

» Select Agency as "EEA” and enter your Record
ldentification Code and Authorization Code (this should
have been mailed to you).

[ Dashboard ] [ My Records ] [ My Account ]

Record Link

Link your existing :
1 recoid 2 Review 32 Record Issuance

Step 1:Link your existing record > Record Linking Form

To associate any existing licenses, permits, or certifications to your online permitting account, enter a "Record Identification
Code™ and an "Authornization Code” from the Account Link notification you received. If you have not received a notification
letter, please contact the ePLACE Help Desk Team at (844) 733-7522 or (844) 73-ePLAC between the hours of 7:30 AM -
5:00 PM Monday-Friday.

* indicates a required field.

Record Linking Form

RECCORD LINK
Agency: EEA -

* Record _ —-=
Identification Code: /5100022775

* i i =

- Authorization Code: 2m8186521
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Link Your Account

« After clicking =
14 . 11 . [Daﬂ'm-:}aru] IHyRm:mds] IM;,r.h::c-:)uM
Continue”, review  ——
the information g - —

entered Is correct. =

Please review ol information below. Click he "Edil” butbon 1o make changes. IT there are no changed needed, plesse click the "Conlinue” bublon

 Click “Continue”
again.

Record Linking Form

RECORD LINK m

Agency: EEA
Record Identification  WS10-0032775
Code:

Authorization Code:  TRR186521
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Renew/Amend Your Certification

* Click on “My Records” and the p in front of
“DEP” on the next screen, and you will see your
Authorization.

[ Dashboard ] [ My Records ] [ My Account

Record Link

Link your existing

record 2 Review 3 Record Issuance

Step 3:Record Issuance

Successfully Completed.

Thank you for using our online services. Your account is successfully linked. Please go to "My Records” page to view the Record Information you linked
to your account.

e By,
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Renew/Amend Your Certification

« Click on “My Records” and the P in front of “DEP” on the
next screen, and you will see your Authorization.

« Starting 90 days prior to the expiration of your certification,
you will be able to renew you authorization here.

* During other times, you will be able to amend, if needed.
+ DEP

Showing 1-10 of 26 | |

Identifying

Number Record Type Address Expiration Date Status Action

Date

WS10 - Cross

Connection "
02721/2017 Certification 0272172017 About to Expire

Authorization
W510 - Cross

Connection .
0272472017 Certification 02724/2020 Active

Authorization

Link: https://permitting.state.ma.us/citizenaccess/
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1. Applicant Information

 Click on “Instructions” for more o
information about this
Ce rtlfi Catl 0 n WS10 - Cross Connection Certification Application

o ReneW/Amend the type Of Step 1: Application ation>Page10!1 -
certification you are applying for
. Certification Type
(info should be auto-populated)

« Update training organization

an d exal I I d ate  Backflow Prevention Device Tester Traming Provided by (ceganization)

* You can “Continue Application”
or you can always “Save and T ——

resume later” v

Cross Connection Surveyor Training Provided by (organization)

Link: https://permitting.state.ma.us/citizenaccess/

Info: http://mass.gov/dep/ws-crossconn
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2. Documents

WS10D - Cross Connection Certification Application

Application
IFThormation

Applicant an Applcaion
# Documernts 3 fnm”ws 4 Review 5 Submitted

« See the documents that
must be attached (or sent step 2:Documents>Page doft

] List of Documents
in)

* It you plan to mail
attachments, check box to . T
get address (Include your
record number, which you
will get after submission, e e Ko e s e
with mailed attachments) | |

Submit Documents by Mail:

MazsDER

« To attach documents

electronically, click —
“Browse” to start — - - e —— et

Mo records found

i ‘_‘- "--'_.‘\._

Attach Documents

.r_.
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2. Documents (Attaching)

* Click “Browse” on pop up File Upload

The maxsmum file size allowed Is 100 MB

* Find your documents file
on your computer

* Click on the file & open

 Click “Continue”

Link: https://permitting.state.ma.us/citizenaccess/
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2. Documents (Attaching)

* Provide the type (in dropdown)  #chbocments
and a description of the L———
document you attached Mee  Tee  Sw ki Dscpie heon

Mo reconds found

 C(Click “Save”

Sedect

 The document will take a
minute to load. When complete

Fike:
'W310 ACA Scnpl docs
0%

* Descnption

The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

Click “Continue Application” T
-

Link: https://permitting.state.ma.us/citizenaccess/

Info: http://mass.gov/dep/ws-crossconn
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3. Applicant and Contributors

* Applicant Information is imported from your login account.

* You have an opportunity to modify what would be published or shown
on our website (fields with red asterisk are required)

Published Information

Information from this application will be made available to the public. By default, the information listed below is from your account profile. To make
changes to your account profile, save/resume this form, go to Account Management. and make the changes. When you next access this form, those
changes will now appear. First name, middle name (if provided) and last name can only be edited through your account profile. Phone #, email,
company name and address fields may be edited on this form without updating your account profile. Please note that EITHER an email address or a
phone number must be provided. City, State and Zip code are also required fields.

Company Name: *First Name:
Ted
Middle Name: *Last Name:
Smith
*Telephone Number: (/) * E-mail Address:
6177775555 ted@acl.com
PO Box/ Address: * City/Town:
10 Winter Street Boston
*State: =Zip Code:
MA 02144

Link: https://permitting.state.ma.us/citizenaccess/
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3. Applicant and Contributors

* The Applicant Information box will show the name and address of the person
currently logged into the application. This is the applicant.

» Click “Continue Application” to confirm the correct person is shown as the
applicant.

Applicant Information

To review or certify this application, click on the "Continue Application™ button. For most applications, if you are not the applicant, you will only be able
to review. After reviewing, you will need to click on the “5ave and resume later” button, and have the applicant log-in to certify.

Applicant Information:

Ted Smith

10 Winter Street
Boston, MA, 02144

Telephone #: 617-777-5555 Email: tedsmith@email.com

Edit or View

SN
U = Link: https://permitting.state.ma.us/citizenaccess/
7 EEA ePLACE Portal
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4. Review

WS10 - Cross Connection Certification Application
* Review your application N o NS e T
. “ . . . y - Step 4: Review
» Click “Edit Application” if pT—— [ sraoer |
you Want to update Or Please -:_-.m;n ,-.,:m,unn:‘gl::-‘fhI!r.w Edn Application” button to make changes. i needed
. Review and Certification
change any section

If you arrrve at thes Reveew page aher selecting Resume Applcaton” from your dashboard. (and then s=lect ‘Pick up where | lelt off), you will need to
chick OF - ar and Contnbutors” tab at the top of thes page, and then chick "Continue” 1o Snich submtting this application

Certification Type

Certification Type Backflow Prevention Dewice Tester

Backflow Prevention Device Tesser Training Provided by (oeganization) abc

Backflow Prevention Device Tester Date of Examination 03/01/2017

List of Documents

Documents Reguired Documents: 1. Proof of written and

practical certification examination which IS
approved by the Department for Backflow
Prevention Device Tester

Sithmit Dacumeant< by Mail*

Link: https://permitting.state.ma.us/citizenaccess/

Info: http://mass.gov/dep/ws-crossconn
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4. Review

« Read the certification
statement

Applicant Information 3

Laurel ] Carlson Telephone #:617-348-4095
One Winter Street, 7th Floor
Boston, MA, 02108-0000

« Check the box agreeing

E-mail.Laurel Carlson@state.ma.us

to I t *| attest under the pains and penalties of perjury that: A
a. I hiave personally examined and am familiar with the information contained in this submittal, including any and all documents
accompanying this certification statement; b. the informtion contained in this submittalis, to the best of my knowledge, true,

. 7 . ” . o .
[ ‘ I I Ck ‘ O n tl n u e accurate, and complete; ¢. | will: . personally conduct and complete third-party inspections in accordance with the prformance

standards in 310 CMR 19.018(6) through (7); ii. prepare accurate and complete third-party inspection reports in accordance with
the performance standards in 310 CMR 19.018(6) through (7) and submit third-party inspection reports to facility owners and

« ONLY the applicant in it st ey ot i e vttt s |
whose name the Dot g b et
certification will be issued
can click on this box and
certify the application

Link: https://permitting.state.ma.us/citizenaccess/

- EEA ePLACE Portal
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Pay Fees

Both “Pay Online” and “Pay by
Mail” are available.

If you select “Pay by Mail”,
application review will not start
until the check has been
received

Online payment will require a
small service charge; however,
review timeline starts as soon
as application submitted and
payment made.

W510 - Cross Connection Certification Application

Application

3 Applicant and
Submitted

Contributors 4 Review

1 2 Documents 5 Pay Fees

Step 5:Pay Fees

Listed below is the fee for the authorization that you are applying for. The following
screen will display your total fees.

Payment may be made by electronic check or credit card for a nominal processing
fee. The electronic check fee is $0.35 per transaction. Credit card payments are
2.35% per transaction. Clicking on the PAY ONLINE button will bring you to the
secure online payments portal. Once you have made payment, you will be returned
to your application for submittal.

Payment may also be made by mail. However, review of your permit will not begin
until payment is received. By clicking on the Pay by Mail button, you will have
submitted your application. You will receive a notification email with the location and
address to send your payment. That information is also available in the instructions
for this authorization.

Application Fees
Amount

CERTIFICATION OF CROSS CONNECTION 565.00

$65.00

Link: https://permitting.state.ma.us/citizenaccess/

Info: http://mass.gov/dep/ws-crossconn




5. Pay Fees (Pay Online)

 If you select “Pay Online”
you will be redirected to a
third party payment page.

* Provide the information
required on this page and
click on “l accept” to
Indicate your acceptance
of the MassDEP Terms
Agreement.

Ee®
5
x@/ EEA ePLACE Portal
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Total Convenlence Fee Due; =°
Total Amount Due: 550

Payment Information
T i by oo bk, o b o AT

H tak.
wrd Type
el Card
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WV Code
...... ™
b
K i bodh e MassDER and nC T
MassDEP Terms Agreemen t
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Link: https://permitting.state.ma.us/citizenaccess/
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5. Pay Fees (Pay Online)

« At the bottom of the page is the button to “Submit
Payment” or, if you wish to change your mind and pay by
mail, click the “Back” button to return to the application.

Please click the back button to retum to your application Submit Payment

Link: https://permitting.state.ma.us/citizenaccess/
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6. Record Issuance

* After you've chosen and
gone through payment
option, the screen
Indicates the application  Step6:Recordlssuance
has been successfully Successtuly Complet.
completed.

WS10 - Cross Connection Certification Application

3 Applicant and

! 2 Documents Contributors

4 Review 5 Pay Fees & Record Issuance

Thank you for using our online services.
Your Record Number is 17-W510-000499-APP.

« This is your record
number!

Conditions

* Youwill receive an email
on payment (please N

Required Documents

attaC h yO U r re C O rd F‘roof_ of written and practical certification examination which is approved by the Department for Backflow Prevention Device Tester
number |f you are Uploaded | | 03/03/2017
mailing check/money

order).

You will need this number to check the status of your application.

Link: https://permitting.state.ma.us/citizenaccess/
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6. Record Issuance

* You will get the following emails sent to you:

» Authorization PIN — Allows you to share your application for any reason
(but in most cases, you will probably not use this).

» Proof of Record — Recelipt of your application confirmation (Your record
number will be included).

» Application Submission and Payment Information — Information about
payment.

« The following pages cover the following:

» Check the Status of your Application/Authorization (Please note: Your
Application becomes an Authorization when Approved!)

Link: https://permitting.state.ma.us/citizenaccess/

@/ EEA ePLACE Portal
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Check Your Status

 Loginto EEA ePlace
Portal o

. Dashboard HrFtecntdsJ [Hy.n.cr.uum] |Mﬂlﬂcd$¢=r:hv
* Click “My Records”

* Click P in front of e
“DEP” on the next screen (] (] (Gae] [

T

» DEP

Link: https://permitting.state.ma.us/citizenaccess/
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Check Your Status & Take Future Action

View list of Applications/

Authorizations associated
with your account.

ETE e

Status indicates current
status

ozrzarzorr SN

Action are links to start a o,
process (see next page): | weto -

ozz4rzorr W " i Paymient Pending
Resume Application Aglcation

. . Connection .
Edlt 0272472017 WS1 2 Certification 0212472020 Active
Authorization

ozzapzory VY

Pay Fees Due 02/23/2017 1TTMP-OD1404  COnmection

Amend Authorization - WS10 - Cross

ozyzory MO Connection Approved

Renew Authorization
0@/212017 Wl Ccnneuinlzm 02212007 About to Expire

Link: https://permitting.state.ma.us/citizenaccess/

Info: http://mass.gov/dep/ws-crossconn




Check Your Status & Take Future Action

« Once your certification application (status) is approved:

» You will receive your certification letter and card in the mail. (Please note that
your application is now an authorization.)

« Action links explained:

» Resume Application — If you decided “Save and Resume” during the application process, you can
resume here.

» Edit — If your application is not complete or requires a change after submission, you may be given the
option to edit here after the Department has confirmed this.

» Pay Fees Due — If you have fees that are due (or fees that have been paid by mail but have not been
processed yet).

» Amend Authorization — Once your certification has been approved by the Department and has not yet
expired, you may be able to Amend your Authorization here (i.e. upgrade your certification, etc.)

» Renew Authorization — Starting 90 days prior to the expiration of your certification, you will be able to
renew you authorization here (at this point, your certification amendment will also be made here).

Link: https://permitting.state.ma.us/citizenaccess/

Info: http://mass.gov/dep/ws-crossconn

@/ EEA ePLACE Portal




Do You Need Help?

 If you have any technical issues while creating an
account and registering for ePlace, call (844) 733-7522
(7:30 am — 5 pm, M-F) or emall us at ePlace helpdesk@
state.ma.us.

 If you have any WS-10 application guestions, please
contact Otavio Paula-Santos at (617) 556-1085 or email
at otavio.paula-santos@state.ma.us.
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